Client Information Management System (CIMS)
Reconciling Program Demographic Data
The TOTALs in the demographic sections of the Project Progress Report for Direct Service

Victims must match. The only exception to this is Special Classification under Section III.
CHARACTERISTICS OF NEW DIRECT SERVICE VICTIMS.

The Knowledge Source, Sex, Race, Age In Years and Victimization totals must all equal the
Direct Service Victims count in Section I (A) Direct Service Victims.
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Note that any Progress Reports submitted with totals that are not equal will be
Denied.




Generating a List of Client Data

1. From the CIMS Main Switchboard screen select Custom Reports/Other

CIMS Main Switchboard
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2. Select Clients

I Note: You also have the option of using the (Select Reports) and (Select Charts) on the tool bar I Close

|Selection 1: (Standard Reports/Graphs) || |Selection 2: (Custom Reports) |

| Reports L Charts | Custom Reports ‘
[L-Cases By Victimization - Count [P1-AgeBracket - Count
|2 - Cases Managers - Clients By All Case Managers = —
3~ Cases Managers - Open Gasea By Gase Manager . = - |Selection 3: (Victimization Class)
[4 - Case Types - Count i Vi i so2s i ClassiCrime Committed
|§ - Client Notes/Case Summary i ice Vieti

[E—Clients By Referral Dates i e Vi R
[7 - Clients Without Case Records |Selecii0n 4: (Zip Code Update)
|8 - Clients Without Referral Date ’2—8 - Direct Service Witness Archived - Count
[9 - Clients Without Services |28 - Disability - Count Zip Code Update
|10 - Compensation Awarded By Client [30 - Disability Archived - Gount

[L1- Compensation Awarded By Date Ranze [31 - Generic Service Victims - Count

|12 - Local Cases [32 — Ceneric Service Victims Archived - Count
[13-Potential Duplicate Clients |33 - Generic Service Witness - Count

FS- Researeh Conter Amslyas B4~ Cemeric Servies Witsess Archived Comnt

[15 - Vicitimzation Crime Type Committed - Count |35 - Cender - Count
[I6= Vicitimzation Crime Type Committed By Section - Count | || [36 - Gender Archived - Count
timzation Crime Type Committed By Staff- Count ||| [37 - Knowledge Sourcs - Count
[38 ~Knowledge Source Archived - Count Last Report/Form Selected
[15 - Victimization Glass By Section - Count 39 - Race - Count I I
[0~ Victimization Class By Staff - Count || [#0-Race Archived - Count

|OE on 4: (Create your own reeom:, labels. etc.) Note: Archived records cannot be accessed using this oeiinn, |

You can use "Analyze it with MS xcel” or "Merge it with MS Word" to create labels, letters, or to analyze (he data. It's up
Bow the created files) are used. | (7]

- "Clients with Victim Service" option includes Case Manager's Iniials in last column for analysis purposes.

Clients with :-)h‘:“r""" Clients with | Clients with , Clients with | Clients with | o .
Defendants | gl Preprinted | Witnesses Staff Contacts | Local Cases

3. Select OK when the Filter Error is displayed...

Filter Error

WARNING - WARNING - WARNING - WARNING - WARNING - WARNING
- WARNING - WARNING

If you get a blank screen or any error message, after using any of the filtering
optiens, you may have to take the following action so you can centinue
processing:

Press the ‘Remove Filter/Sort' button to reset the error then

try again.




4. An Excel formatted report containing ALL clients in your database will be provided.

B s
Bat CIMS  SelectForms  Select Reports  Select Charts

4] %] Filter By Selection Remove Filter/Sont  Filter For: Analyze-MS Excel Merge - M5 Office Word  Export...  Hide/Unhide Columns  Freege Columns  Close

GrantNumbe - ClientID - CaselD - Referral Dat - Last Name - FirstNam - |Middle Ini - ClientSuf - Gender - Race - DateofBir - Social Security Numk -
s EelE C12301345TA 171002411 9/30/2016 Warner Lillian N Female White Non  2/16/1387
17-A1234VW15 CO74007765A 171002410 9/30/2016 Ponton Elijah Male Caucasian 6/17/1997

17-A1234VW15 CO12004415A 171002403 9/29/2016 Wright Ava Female White Non 7/1/1998
17-A1234VW15 CO6200568LA 171002407 9/26/2016 Harper pearl Female Blackorafi  3/28/1954
17-A1234VW15 C99300197RA 171002408 9/26/2016 O'Hara Scarlett Female White Non  6/25/1991
17-A1234VW15 CD0100259GA 171002405 9/21/2016 Hewitt Emma Female White Non
17-A1234VW15 COS5200401HA 171002406 9/21/2016 Kelly Madison Female Caucasian
17-A1234VW1S5S (C99400236FA 171002404 9/16/2016 Evans Sadie Unknown Unknown

5. To narrow the selection and identify the invalid records use the standard data filter
options available in Microsoft Excel. Below is an example showing how to filter on
Grant Number.

The client report provides ALL client records in
your database. You may view the initial count
in the bottom right corner of the report.

Record: M 10f2597 K)H

To begin the filter process, click the arrow at

the right of the Grant Number column. Check the Grant Number
you wish to display data for.
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16-V8612VW1 ! (Blanks) % Vieortter trom Grant Homb [T] of-os612vwWo3
oz Do fee e e
16-V8612VW1 . (7] p1-qass12vivio
16-V8612VW1 —bageesrhiiny (Select Al | 2_re612vW11
v} 06-18612VWO5 I (Blanks) Y13-s8612vW12
16-V8612VW1 7] 07-M8612VW06 ] 031861 2vW02 & PES—— d
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—— Torow b V]

The reduced count is displayed in the
bottom right corner of the report.



6. To further limit the select and narrow data within the Grant Number to the previous
quarter use the standard data filter option on the Referral Date column.

Click on the

Referral ge filter

Select Date Filters
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7. Repeat the above steps on each column you wish to filter on. For example, to locate
the client records where Race needs to be corrected after you uncheck the (Select All)
box in the Race column, check only the boxes with INVALID values. Hispanic is invalid
as it should read Hispanic or Latino, Black should read “Black or African American” and
White should read “"White Non-Latino or Caucasian”.

SortAtoZ

SortZto A

Text Filters

(Select All)
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Asian
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OK Cancel




8. Once you have identified the records that need to be corrected, make the changes in
the Client and Services section of CIMS and reproduce the Project Progress Report.

9. If the numbers do not match repeat this process until the demographic data does
match.

Exporting Client Data from CIMS to Excel

1. To copy and paste click the ‘Select All’ box as shown below to highlight the data you
wish to copy. Hold Ctrl and Shift. Go to your Excel file, right click and select paste.

'él %l Filter By Selection Remove Filter/Sort Ei|tEI'FCI'!| Analyze-M5S Excel Merge - MS Office Word  Export... Hide/Unhide Columns  Freeze Columns  Close E

Grant Numbe - ClientlD - CaselD - Referral Dat - Last Name - First Nan - MiddleIni - ClientSuf - Gender - Race - Date of Bir - Social Security Nul
17-A1234VW15 C12301345TA 171002411 9/30/2016 Warner Lillian N Female White Non  2/16/1987

17-A1234VW15 CO7400776SA 171002410 9/30/2016 Ponton Elijah Male White Non 6/17/1997

17-A1234VW15 C01200441SA 171002409 9/29/2016 Wright Ava Female White Non 7/1/1998

17-A1234VW15 C06200568LA 171002407 9/26/2016 Harper Pearl Female BlackorAfi  3/28/1954

17-A1234VW15 C99300197RA 171002408 9/26/2016 O'Hara Scarlett Female White Non  6/25/1991

17-A1234VW15 CO0100259GA 171002405 9/21/2016 Hewitt Emma Female White Non

17-A1234VW15 COS200401HA 171002406 9/21/2016 Kelly Madison Female White Non

17-A1234VW15 C99400236FA 171002404 9/16/2016 Evans Sadie Not Repol Not Report

17-A1234VW15 CO7400783EA 171002403 9/12/2016 Schneller Emily Female White Non

2. Select Analyze-MS Excel from the CIMS toolbar

%] %1 Filter By Selection Remove Filter/Sort  Filter For: Analyze-M5 Excel erge - M5 Office Word  Export.. Hide/Unhide Columns  Freeze Columns  Close
GrantNumbe - ClientID - CaselD - ReferralDat-l  LastName - TTe=m®r™ MiddleIni - ClientSuf - Gender- Race - Date ofBil - Social Security Ny
17-A1234VW15 C12301345TA 171002411 9/30/2016 Warner Lillian N Female White Non  2/16/1987
17-A1234VW15 CO74007765A 171002410 9/30/2016 Ponton Elijah Male White Non 6/17/1997
17-A1234VW15 C01200441SA 171002409 9/29/2016 Wright Ava Female White Non 7/1/1998

17-A1234VW15 CO06200568LA 171002407 9/26/2016 Harper Pearl Female Blackor Afi  3/28/1954
17-A1234VW15 C99300197RA 171002408 9/26/2016 O'Hara Scarlett Female White Non 6/25/1991
17-A1234VW15 COO100259GA 171002405 9/21/2016 Hewitt Emma Female White Non
17-A1234VW15 C05200401HA 171002406 9/21/2016 Kelly Madison Female White Non
17-A1234VW15 C99400236FA 171002404 9/16/2016 Evans Sadie Not Repol Not Report
17-A1234VW15 C07400733EA 171002403 9/12/2016 Schneller Emily Female White Non




Appendix A: Invalid Demographic Data Values

Gender:
Unknown

Race:
Black
Caucasian
Hispanic
Native American
Unknown

Victimization Type:
Adults Molested As Children
Assault
AssaultVPO
Child Physical Abuse
Child Physical AbuseVPO
Child Sexual Abuse
Child Sexual Abuse VPO
Domestic Violence
Domestic ViolenceVPO
DUI/DWI
Elder Abuse
Elder AbuseVPO
Harassment
HarrassmentVPO
Homicide
Other Crimes Against Persons
Property Crimes
Sexual Assault
SexualAssaultVPO
Stalking
StalkingVPO




